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Seetion 1t Annual Office EZstimates

1. Office Estimstes Serve as the Basis For Developing the Agency Prcgrm.

a, Purpcse == The office estimates serve as the basis upon which the
Director will develop the Agency's financiel and operating pmgram..
The degree of success schieved in presenting tho Agency's program
to the Buresu of the Budget depends upon the scundness and quallty
of the budget estimates prepared by the offices. In order to prepsre
such estimetes, the offices need guidence in the form of policy de~
cisions. Therefore, detailed igenoy estimates will not be vropared
until after the Dirsotor hes reviewed and evsluated the Uffice es-
timetos and established fiscal end operating policy for the current
end budget years.

be Timing of Submission -~ To sllow sufficient time for review, evalu-

stion, and determivation of pelicy, it is necessary for the Office
estimetes to be submitted to the Office of the Comptroller by 16
July of each year, |

¢. Assistsnce in Prepsration -- Becsuse of its ssscoiations with the

Bures: of the Budget, Treasury, G0, and the Congress, the Comp~

troller's Dffiece is in a position to assist all of the Offices in
the development snd preparation of Office eetimates. In sddition
to mentioned sssosiations, the Comptroller's Office is in contact
with all Agency service and operating offices and can, therefore,
sid in developing and presenting a unified progran for the Agency

as s whole,
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2. Progedure for Preparing Office kstimates.

-

4, Items Ineluded -- The Office estimstes shall cover total program

requirements of the Office without any differentiation betwesn
vouchered sand unvouchered funds,

b, Basis of Submission -- Estimetes will be submitted on an activity

or project basis only, Details ¥y object of expsnditure will not
be required until the preparation of the igency aﬁtimata}s.

c. Form and Content == Each submission should be prepsred ss follows:

{1) Project or activity statement (Exhibit 1) presenting a summery
of the work programs of an Office. This statsment will reflect
coate on a three-year basis; past year, ourrent yesr, and
budget year.

(2} A written statement (Exhibit 2) by project, giving an expla=
natory paregraph of the projsct objestive together with the
reagons for any contemplated changes in the projest sctivity
for the budget yesar. These statements should be oonclism cnd
to the point. | |

3. BReview Process,

s. Revisw Commititee ~- The Agency Budgel Review Gomﬁ.tu?' holds in=

formal hearings on the 0ffice estimates to sscertain éhar wvalidity
of the estimates and to mchieve a base upon which final Uffice
allowances can bo made, At these hearings, Office representsatives
ars giver the opportanity to explein their program for the

mdget year,
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be ﬁmi%m Yembership =- The Budget Review Commities 1s composed

of the following:

J

o, Seheduls of Hesrings —- 4 schodule of hesrings is sstablished by

the Geﬁpmlhr ard furnished each Office concernsd, In order to
facilitate ervangements for the hesrings, eash Offlce should fur-

nish with the Office estimatesn 1ist of persons who will attend,
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Explanatory Progrum Stetement
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